
Chicago Transit Authority
Transit Operations

General Bulletin
TO: All Concerned � Rail

SUBJECT: Observations of Operating and Non-Operating Rail Employees

EFFECTIVE: Immediately 

Regular observations of operating and non-operating rail employees help ensure compliance with
the Authority�s operating and safety rules. Managers, Supervisors and other management
personnel are responsible for following the requirements regarding observation frequency,
documentation and follow-up. 

OPERATING AND NON-OPERATING EMPLOYEES TO BE OBSERVED

The observation requirements for operating and non-operating employees are based on
certification and the classification that they pick. All employees certified as a Rapid Transit
Operator (RTO) must be observed performing the job duties of an RTO if they are on the extra-
board or picking as an RTO. Table 1 lists classifications and the frequency that an employee
picking that classification must be observed. 

Table 1: Minimum Required Observation Frequency, By Job Classification

Classification Picked by the
Employee

Must Be Observed
Performing 

Minimum Required
Observation Frequency 

All employees picking extra-board  job duties of RTO one (1) time per pick

Rapid Transit Operators (RTOs)  job duties of RTO two (2) times per pick
and
four (4) times per year

Switch Workers and Tower Workers  job duties of their picked
classification

one (1) time per pick and 
two (2) times per year

Customer Service Representatives
(CSRs) and Customer Service
Assistants (CSAs) 

job duties of their
classification

one (1) time per pick and
two (2) times per year

Full-Time Temporary Flaggers (FTTF)  flagging one (1) time per pick and
two (2) times per year
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MANAGERS, SUPERVISORS, AND OTHERS OBSERVING OPERATING AND 
NON-OPERATING EMPLOYEES 

Transportation Managers, Rail Service Supervisors (RSS), Customer Service Supervisors (CSS),
Universal Rail Service Supervisors (URS) or other management personnel will observe operating
and non-operating employees performing the job in the classification being observed.
Observations may be performed anonymously and without advance notice to the employee being
observed. 

Table 2 lists observer classifications and the frequency that an employee in each classification
must observe operating and/or non-operating employees.

Table 2: Minimum Required Observation Frequency, By Observer�s Classification 

Observer�s Classification Minimum Required Observation
Frequency 

RSS, URS and Rail Transportation Managers 

Note: In addition to observing employees, other checks
of equipment or service may be required. 

Two (2) per day and
Forty (40) per month

CSS and Rail Station Management Managers
observing CSRs and CSAs

Ten (10) per day and 
Eighty (80) per month 

Administration Managers, Administration Coordinators 
and Project Specialist IIs 

Four (4) per month

Rail Operations General Managers and Senior
Managers 

Ten (10) per month

See Table 3, Observation Time and Task Requirements, by Job Classification on page 3 for
details on what to observe for each employee classification. Additional requirements may be
observed as appropriate: for example, observing compliance with masks/face coverings and
physical distancing requirements while the relevant Personnel bulletin is in effect.






